
GUIDE FOR ORIENTATION OF NEW EMPLOYEES

INSTRUCTIONS

appropriateto your type of station need not to be used. Spaceis
providedfor insertingothernecessaryor desirableitems. Checkoff the
topics discussedwith the employee. Before the employeereportsfor
duty, the personneloffice should fill in on both partsof the form the
employee’s name, title, etc., and send the PhaseII portion to the
supervisor as an advance notification. Stations having a standard
checklist for Phase I may use it in place of this sheet:

EOD DATENAME, TITLE, AND GRADE OF EMPLOYEE

This form is for use in orienting new VA employees.It coversthe
first two phasesof the orientationprocess,viz: (I) at the employeeis
inducted,and (II) at the time of report to the work site. PhaseIII
(Group Orientation)ordinarily shouldnot be given soonerthan 3 or
even6 weeksafter appointment.Thesechecklistsarenot intendedto
beall-inclusive,but to serveasa convenientreminderof theimportant
matters that should be covered.  Those items not applicable or

ORGANIZATION (Service,division,etc.)

CHECK PHASE I - IN THE PERSONNEL OFFICE

1. PREPARE PROPER ACCOMMODATIONS FOR THE
INTERVIEW.

10. SCHEDULE EMPLOYEE FOR STATION
SAFETY TRAINING.

3. INDICATE THE PURPOSEOF THE INTERVIEW.

4. GIVE INFORMATION ABOUT GROUP ORIENTATION
MEETING.

5. DESCRIBE THE WORK ASSIGNMENT.

6. EXPLAIN MISSION OF VA AND OF STATION.

7. GENERAL INFORMATION ABOUT CONDITIONS OF
EMPLOYMENT.

A quietplace,privateif possible.

DATESIGNATURE AND TITLE OF PERSON(S) CONDUCTING ORIENTATION

Salary,including"pay lag," payplan,withholding,retirement,
otherdeductions,etc.

Natureof appointment.

Neatandorderlysurroundings.

Suggestreadingthematerialbeforeattendinggrouporientation
session.

Ask supervisorto follow throughon orientation,usingPhaseII
checklist.

To discussimmediateneedsandproblems.

To explainorientationprogram,of which this is apart.

A handoutof subjectsto becovered,if available.

Time andplace.

Nameandlocationof theorganizationalunit.

Positiontitle andgrade.

Brief rundownof dutiestypical of theposition.

Nameandtitle of immediatesupervisor.

Relationshipto first two phasesof theorientationprocess.

2. WELCOME EMPLOYEE AND PUT HIM OR HER AT EASE.

Importanceof servicesrendered.

Opportunityto contributeto accomplishmentof thesemissions.

Usea friendly approach.Offer acomfortablechair.

Showagenuineinterest.

8. EXPLAIN AVAILABLE BENEFITS AND SERVICES.

14. ESCORT EMPLOYEE TO SUPERVISOR.

9. HAND OUT "EMPLOYMENT FOLDER."

11. OTHER (Add itemsasappropriate).

12. ENCOURAGE EMPLOYEE TO ASK QUESTIONS.

13. INTRODUCE EMPLOYEE TO STATION OFFICIALS.

Medical,educational,training,recreational,housing,transportation,
etc.

Explainits purpose.

FederalEmployees’GroupLife Insurance,HealthBenefitsPlans,
etc.

Showandbriefly introduceenclosedmaterial.

Answerthemasfully asyou can.

Introduceemployee.

Stationdirectorandassistantdirector,if feasible.

Otherappropriatetop officials in theorganization.
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GUIDE FOR ORIENTATION OF NEW EMPLOYEES

INSTRUCTIONS

chief; others may be more suitable for discussionby the immediate
supervisor. Checkoff the itemscoveredin the interview(s). The form
should be signedand returnedto the personneloffice within 15 days
after theemployee’sentranceon duty. (Note: Both sheetsmay thenbe
destroyed.If preferred,they may be held for a locally determinedtime
for suchpurposesas review by the Training DevelopmentCommittee
and then destroyed.)

EOD DATENAME, TITLE, AND GRADE OF EMPLOYEE

This checklist is for use by the supervisor(s)in orienting a new
employeereportingfor duty at thework unit. Thelist is intendednot to
be all-inclusive,but to serveasa convenientreminderof the important
matters that should be covered. Those items not applicable or
appropriateto your type of situation need not be used. Space is
providedfor insertingothernecessaryor desirableitems. Sometopics
may best be discussed with the employee by the division or service

ORGANIZATION (Service,division,etc.)

CHECK PHASE II - AT THE WORK SITE

6. EXPLAIN UNIT RULES AND REGULATIONS.

Showelevators,restroom,waterfountain,andsimilar facilities.

SIGNATURE AND TITLE
OF SUPERVISOR(S)

CONDUCTING ORIENTATION
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DATE

Discussbackgroundandinterests.

Useof telephone.

Havecurrentjob descriptionor list of dutiesandresponsibilities
availablefor discussion.

10. FOLLOW-UP.

Otherpracticesandprocedures,e.g.,uniforms,smoking,etc.

Appropriateactionsto betakenif you arein injuredor if someoneis
hurt.

Usea friendly approach.Offer acomfortablechair.

Explainto whomemployeereportsandwho, if any,reportsto
employee

2. WELCOME EMPLOYEE AND PUT HIM/HER AT EASE.

Indicateyour work relationshipto theemployee.

Discussstationandothereatingfacilities.

Indicateemployee’spositionin theunit.

Explainrelationof employee’swork to thatof others.

3. EXPLAIN THE WORK OF THE UNIT.
Its organizationandfunctions.

Inquireabouthousing,transportation,andparkingsituation.

Leave,includingwhenandto whomrequestsshouldbemade.

Indicateto eachthenewemployee’sposition.

7. INSTRUCT EMPLOYEE IN DUTIES, OR ASSIGN TO A
QUALIFIED INSTRUCTOR.

Explainlayoutof office or work area.

Hoursof work, punctuality,goodattendance.

Lunchandrestperiods,if any.

5. INTRODUCE EMPLOYEE TO OTHER UNIT SUPERVISORS
AND CO-WORKERS.

1. GET READY TO ORIENT THE NEW EMPLOYEE.

Mentionbriefly thedutiesof eachpersonintroduced.

Identify time clerk andpersonnelclerk.

Arrangefor aco-workerto lunchwith employeethefirst day
(or, betterstill, go yourself).

Reviewexperience,education,training.

Prepareaquiet,privateplacefor theinterview,if possible.

4. SHOW EMPLOYEE THE LAYOUT AND AVAILABLE
FACILITIES.

Havework place,equipment,andsuppliesready.
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Discussdutiesandresponsibilitiesof job.

Explainquality andquantityrequirements.

Makecorrectionstactfully, asnecessary.Give encouragement.

Assignemployeeto work place.

Give step-by-stepinstruction(JIT four-stepmethod,if appropriate).

Providelearningaids,i.e.,samplesof work, forms,manuals,
procedures,etc.

Indicateavailability of helpwhenneeded.

6. (Continued)

Stresssecurityor confidentialaspectsof job, if any.

Stressimportanceof working safely.

Potentialhazardsandsafetyprocedures.

Explainuseandcareof whatevertools,equipment,andsupplies,are
required.

Locationof: emergencyphonenumbers,fire alarmboxes,and
extinguishers.

Personalprotectiveequipmentandits use.

8. SAFETY ORIENTATION.

9. OTHER (Add itemsasappropriate).

Disasterinstructionsandevacuationplansandprocedures.

Checkprogressoftenduringfirst few days.

Encouragequestionsandanswerthemfully.

DATE


